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Recruiting volunteers online

Exciting news!

You can now recruit volunteers online

Recruiting volunteers online has a lot of advantages. It can be used
instead of, or alongside, other ways of recruiting.
This distance learning pack shows:

e what the experience is for the person applying

e how you can make the most of our Online Recruitment

It's also available as an online presentation.
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What the person applying will see:
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© Before completing the rest of the application, please complete “Essential Criteria® first below.

Personal details Essential Criteria



https://volunteers.mssociety.org.uk/online-recruitment
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Application details

It shows which role the person is applying for.
It includes instructions throughout on what to do.

Your Application for Group Coordinator

O Click and complete each of the sections below. Once completed, you can review and submit your application.

The progress bar shows how much of the application they’ve completed
Tiles

@ Each section of the application is a tile.

Personal details

\\III
“O° A 0 appears when a section has been completed
i
Personal details tile B>
- HOME - oAee M eREVIEW
N ! ‘, . . . [# Personal Details
()= Applicants don't have to fill in
Y everything at once. They can save o )
their details and return to the
section they were on later.

Ay County* Warcestershire
N Worcestersh|

O- Online Recruitment ensures )
Y applicants' personal information is
kept safely, securely and for the
intended purpose.
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Essential criteria

At the start of their application, Q
potential volunteers will fill the -

'essential criteria’' tile. A

If they don't meet the criteria, they
won't be able to continue their
application.

Es ial Criteri
For example, we only offer role to over 18s.

All the other tiles appear greyed out until the essential criteria is filled in:

Before: After:

&

i

Personal details

Personal details

This saves time:

e applicants realise quickly if they're not suitable for the role
e you only select/interview volunteers who meet the essential criteria.

Key documents

All key documents are in one place:

Q View Your Application

Applicants can see all the sections they’ve filled in
@ vacancy Information The advert - a summary of what they’ll be doing
Dvacangy Documents = Their role description
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What applicants might say:

When you're recruiting

Before getting on the system

You must decide:
e How many volunteers do I need?
e Which role(s) should I use?
e What do I need them to do?
e When do I need them to start?

New requisition

You'll need to fill in a ‘new requisition’ for each role you're recruiting. This
is a simple form where you request for your opportunity to be put online.



Recruiting volunteers online distance learning pack v3 March 2018

& New Requisition

O Please compdeie the form below to request a new vacancy. Required fields are marked with

Please select your Nation Office * Please Select

Vacancy Title * Please Select an Oplion
Vacancy Location *

Yaur Group Namse *

Add details about group activity and number of current volunteers *

Add information around frequency of maeti
activities, imes they are required 1o attend, somet
coming up etc. *

her valunteers, number of
sout what's

Dietail any spacific skills, expenence and abilifies that are epecific to this role Do
not repeat what is on the role description. *

2

“Your prefemad chosing date for this role ~

\\Il/

:O: Make sure you have enough time for:
\v)

e The advert to be open
e shortlisting (this will vary depending on how many apply)
o face-to-face or telephone catch ups

And:

e Remember that the person may not be able to start right away
e Depending on the role, there may need to do a disclosure check
and formal learning

Recruiting a volunteer could take
from a few weeks to a few months
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Email notification

You'll receive an email for every new application:

E¥(*VM ALERT - NEW APPLICATION

To Reach Support Team [support@reach-ats.com]
From **Reach™ Support
Sent 13" September 2017 at 05:16 PM
Subject New Applicant ID: (App ID: 1500024) for Group Coordinator (ID: 60294)
Attachments
Hello

Aj. Kennedy (App ID: 1500024) has applied for your Group Coordinator volunteering position and is now
awaiting your review.

You can fill in the Shortlisting Form by selecting the Form link below.

VM Shortlisting Form

Please log into the recruitment system to view the application and contact the potential volunteer.
https:/frecruiter mssociety.org.uk

Kind regards

Recruitment Team

MS Society

Application

Once you've shortlisted someone, you'll see their full application:

® reach

# | Your Vacancy List | Group Coordinator Candidate Listing | App 1D: 1499999

Emun Elliott (App ID: 1499999)

Shorlisti E ‘Vacancy Documents = Candidate Files hd Candidate Addmional Forms - v
orflisting
B Application Form [ Full Screen / & Print # Form to Complete
PERSOMNAL DETAILS VI SHORTLISTING FORM
Would you like the systam to send an 22 Gele Opti
CONTACT DETAILS Inkerview invitation 10 s candidates ©  icase Select an Optien
First Name Emun Ifyou do want to intarview the candidate, add your details balow which will appsar in
thelr interview Invitation emall:
Last Name Elliott
Your Name
Address 5 Rose Road
Town [ City Birmingham Your Phone Number
County West Midlands
Postcod B 20 Rejection Reason (if applicable)
ostcode
- P Please specify a reason if you are
Email Address B.2ERanc.com rejecting this candidate:
Phone Number 07458 545 1255
GENERAL

Have you volunteered before?

How did you hear about us? Monster Save VM Shortlisting Form

ESSENTIAL CRITERIA - GROUP COORDINATOR

This role requires a disclosure es =
check. Do you agree to thi o
You need to complete cur Yes 1 4

mandatory training before you start
doina this role. Do vou aares o
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All applications in one place

You can check in one glance how many people have applied and what
action you've taken:

& reach ATS

%% Candidates for "Group Coordinator” (Job ID 60294)

I vacancy Related Documents =

Outstanding Actions 0 Shartlisting [10]

Application 1D First Name Last Name Date of Application Currant Stage Arrival at Stage
1500015 Decbia Oparel 25MT2017 09:45 AM Shortlisting 25/07FR2017 09:45 AM |
1500021 Karl Davies 250772017 09:48 AM Shortlisting 251072017 09:48 AM ]
1500024 Al Kennedy 25072017 09:51 AM Shorilisting 2800712017 09:51 AM |
1500055 John Jones 25/07/2017 10:15 AM Shortlisting 250072017 10:19 AM :I
1517627 Jan Johnaon 15/08/2017 09:06 AM Shortlisting 15/08/2017 09:06 AM —I
1517629 Jonah Wright 15082017 09:09 AM Shortlisting 15/08/2017 09:09 AM ]
1517634 Wayna Gattin 16M6/2017 09:16 AM Shortlisting 16/08/2017 09:16 AM |
1517656 John Hall 15082017 0935 AM Shorilisting 15/08/2017 09:39 AM _I
1517657 Jennifer Tarley 15/08/2017 09:368 AM Shortlisting 15/08/2017 09:36 AM :I
1517660 Joyce Lathain 15082017 09:37 AM Shortlisting 15/082017 09:37 AM _I
1500007 David Bradley 25072017 09:35 AM Interview 251072017 10:57 AM ]
|

1500010 Maera Read 25072017 0542 AM Interview 1810872017 1231 PM I

- Everyone's data is kept safe on the system. Remember to follow our
= data protection policy.

Ak See Handling data on our volunteer website

What recruiters might say about Online
Recruitment:

| can see the

N status of each
application in
one place

\ helps fne | don't need
think about to store

what | need - opplications
to do

7


https://volunteers.mssociety.org.uk/handling-data
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Using Online Recruitment

Next steps

1. Attend webinar on using online recruitment
2. Log in using the details we send to you

3. Change your password

4. Get started!

More on volunteer recruitment

If you're new to volunteer recruitment, are looking for new ideas or
following good practice:

e watch our online presentation Steps to recruiting volunteers
e read our guides Preparing to meet a potential volunteer, Agreeing

the role and Welcoming and inducting volunteers.

Download them from Recruiting volunteers on our volunteer website.

Was this useful? We’'d love to hear from you either way. Please email your
comments at volunteering@mssociety.org.uk

Recruiting volunteers online distance learning pack v2

Content Owner: Head of Volunteering

Editor: Volunteer Learning and Development Manager
Author Volunteer Learning and Development Officer
Signed off: March 2018

Review date: March 2019

Multiple Sclerosis Society Registered charity numbers 1139257/SC041990.
Registered as a limited company in England and Wales 07451571.



https://volunteers.mssociety.org.uk/recruiting-volunteers
mailto:volunteering@mssociety.org.uk

